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1 Mental Retardation Sec t fog  @recgr.> Subject li_ler 
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7. RKOrdi Sarnr Dnc?iptmn 

Dowmentr.relaring to: 

T h i s  tibe contains the follaulng documents [indud. form numberr md rirkr, if any): Atlach emplar of the tue. 

Included are: I 



d. Audltpsrkd 
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Thsv innrumions apply toall prior and futun accumulations of the wriea. 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Archives and History, Records Management Division. 33b Capitol Avenue, Atlanta, Gcocgia, 30334. 
Amt ion :  schedulinp Seaion. 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT or ARCWIVESAND 

FOR AGENCY USE 1. AgenW Address 
Depar tment  of Human Resources 

Mental  R e t a r d a t i o n  Section 
Wlicnion Number 47 T r i n i t y  Ave., Rm. 542-H 

W l i a t i o n  mta 
Division o f  Mental Health €i Mental  R e t a r d .  

June  11, -__ 1976 

r e t a r d a t i o n  and other d e v e l o p m e n t a l  d i s a b i l i t i e s ,  d r u g  a b u s e ,  a l c o h o l i s m ,  and t r a i n i n g  and 
r e s e a r c h  programs.  
a d m i n i s t r a t i o n  o f  the S t a t e  m e n t a l  h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

T h e  Menta l  R e t a r d a t i o n  Section i s  one o f  the programmat ic  sections o f  the Division of Mental  
H e a l t h  and Menta l  R e t a r d a t i o n .  
( p r i m a r i l y  f o c u s i n g  on the m e n t a l l y  r e t a r d e d  w i t h  the I Q r a n g e  o f  0-55) a d m i n i s t e r e d  throug!  
a comprehens ive  s y s t e m  o f  i n s t i t u t i o n a l  and community  services programs.  T h e  s p e c i a l i z e d  
services a r e  p r o v i d e d  t h r o u g h  the f o l l o w i n g  major programs;  1) Day T r a i n i n g  and work Bctivit!, 
Programs,2) Group Homes, 3)  I n s t i t u t i o n a l  Services, 4 )  Fami ly  Care  Homes 5) Foster Grand- 
p a r e n t  Programs. 

T h i s  Division i s  a l s o  concerned w i t h  community  m e n t a l  h e a l t h ,  and the 

T h e  Mental  R e t a r d a t i o n  Section o f f e r s  s p e c i a l i z e d  services 

FOR RECORDS MANAGEMEM USE 
Application Number - 
Oats Recaivad Lhm Complatad 

7. RicordSsrier Deraiption This file contains the followlng documents (include fom, numbersand titles, if any): 
Attach samples of the file. 

Doamennrebtirgto: a l l  a r e a s  o f  interest and responsibility o f  the Director o f  Menta l  
R e t a r d a t i o n  Section. 

lndu&d are: c o r r e s p o n d e n c e ,  r e p o r t s ,  s t u d i e s ,  m e m s  c o n c e r n i n g  p o l i c y  and p r o c e d u r e  f o r  the 
o p e r a t i o n  of Mental  R e t a r d a t i o n  T r a i n i n g  Centers, Group Homes, I n s t i t u t i o n s ,  etc. ,  l e g i s -  
l a t i v e  and b u d g e t  material ,  n e w s l e t t e r s ,  personnel f i l e s ,  communicat ions  w i t h  s t a t e  and 
f e d e r a l  o f f i c i a l s  and other documents  r e l a t i n g  t o  the f u n c t i o n a l  a r e a s  o f  the Section. 

L. D-3 d Serir 
Iarliest Latest 
1973 1 Present 
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5. Records Suiu Title (followed by tide us& in offZqe; f l  different) 

Mental  R e t a r d a t i o n  Section Director's S u b j e c t  F i l e s  

I 
I - . . '  File isarranged: a l p h a b e t i c a l l y  b y  s u b j e c t .  

c 

B. Monthly Referena Rate How often are records referred to which are: 
2 One to six months OM 10 ; Seven to twelve months old 5 ; Thirteen to twenty-four months old 

twentv-five months and older ' ? , .  - h 

2 g:-%nui R I t r  af Aaumulabon d Rewrdr 
k Letter-sin drawers ; LagJlsin drawers , Shelves :Other l w ' f y )  - 

L a t e r a l  36" 
- 
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1. Retantion Raquinmnts Tha following requires tha rrrios to be kept: 

a. st;ti lm Y e  d. Audit period years. 
b. SUM. of llmitalion yam e. Administrative need 5 wan. 
c Federallaw years. f. Federal retention instructions yeen. 

A M  a ~ p y  or excart of laws or regulations. Explain administrative need. 

Previous reference experience 

- 
If Approved Dtrpodtion Instructions This agency recommends that the file series k, cut off a t  the end of each: 

0 &lender Year: Fiscal Year: 0 Othr  then. 
- 
a Hold in the Current f i l s l  area r o n t h ( s 1  2 year(s1; then 
0 Trandrr to local holding area; hold 

a Dartrov. 
0 Transfer to Stau Archives for permanent retention. 
0 othr I$wcHyl 

yeads); then 
Trandw to Stau Records Center: hold ?year(s1: then 

.. 
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Th.sl, instrunions apply to all prior and future accumulatlons of the series. 

Iecommmdations in para- 
raph 12 are approved. 
If disapptvvcd. rtnch l e w  
f explana tiail.) 
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